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MEMORANDUM FOR: 


Mr. 


26 Sept 67 
25X1 


This is the long-promised grldj comparative 
study efforts plus a comparison 

with jfete, and #M mnmls — X 

would look at TIIA's that they 

still use P^Fd^lt'.lO, merge data on nemos and 
letters bul do use 0'7't letter to a degree 
and have heavy dividers between their chapters 
State says TI3TA and VXD are the 3arae as they 
are. So actually the grid counting this nemo 
covers 4 of our aim versions plus those of 6 
other gov’t agencies. 


(DATE) 


FORM NQ. irt 
1 AUG 54 


REPLACES FORM 1 0- 101 
WHICH MAY BE USED. 


( 47 ) 
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TITLE & 
AUTHOR & DATE 


1 I I H 
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STATINTL 



Reports , 
Minutes, 
Agendas 


TS 

Correspond. 


DC I matter 
as part of 
handbook 


Data on new 
US Gov't 
letter 


Letters 
kept separatj 
from memos 


mailing let-| 
ters and 
memos separaj 


Terms used: 
”DCI” and 
11 memoranda” 


Use of 
Optional 
Form 10 


Registered 
Mail and 
Agency Mail 


Examples 
made distincf 
from text 


YES, plus 
exhibit. 
Part III 


Yes, not in 
supplement as 
Part V with 
6 exhibits. 


Yes, plus an 
exhibit on 
same 


Yes, separate 
” Parts” on 
each/not mergfc 


Yes, again th^| 
two are not 
merged. 


No, terms usecl 
were "Director 
& "memorandums 


No, that form 
has been dro; 
from the book 


Yes, after OK 
from mailroom 
people as Part] 
IX 


Examples are 


p#d 


YES, but no 
example given 
Chapter IV 


Yes as Chp. 5, 
only 1 exhibit. 


N0 


N0, except Part 
X on approval of 
R&D projects 


m 


YES as Part III 
but references 

to C0MM0 


To a degree as 
Chp 2 on memo & 

Chp 3 on letter, 
but general procJd 
for both are merged 

No, all merged 
in Chp 6 on gen- 
eral correspond. 


”DGI” used but 
"memoranda” is 
replaced bgs ” ums 


1 


Yes . Standard ; 
Form No. 64 for : 
memo was also us- 
at this times.N0 
to Form 19-54 ^ 

Yes, but merged 
into text. 


Some Exhibits 
are distinct, 
but most placed 
in text. 




NO 


YES but with 
reference to 
COMO 


YES but with 
reference to 
G0MMO 


Yes to both 
terms throughout 
the handbook 


NO, except 
in early 
draft 


YES, no 
exhibit shown 


YES though 
not as a 
distinct paft 
or chapter 


NO 


Yes, with refer eif] 
to C0M0$ NO to 
;d Form 1954 


YES, as Part IX 


Some exhibits 
are distinct, bui| 
examples are in 
text style. 


Yes, to a 
degree as Chp 1 
on Letters and 
Chp 2 on memo 
but has gen/procd 

Again, tho separt. 
gen. procedures 
cover both at the 
same time. 


Yes. ”DGI” used; 
No as "memor/dums 
is used. 


e YES. But Form 
1954 was not used 
for MEMO FOR 
RECORD. 


YES, in text and 


as 

IV 


"e” of Section 


Some distinct, 
most are placed i 
text. 


* 

1 


i 
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TITLE & 
.UTHOIl & DA TE 


Forms of 
Address 


Reports , 
Minutes, 
Agendas 


TS 

Correspond. 


DC I matter 
as part of 
handbook 


Data on new 
US Gov’t 
letter 


Letters 
kept soparat 
from memos 

mailing let-I 
ters and I 
memos separam 


Terms used: 
"DCI" and 
"memoranda” 


Use of 
Optional 
Form 10 


Registered 


I ft 
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HB 



1/63 


25X1 


GSA 1967 Draft 


STATE, March 
1966 


FAA, October, 
196?. 


MO 


YES, Chapter' 5. 
Plus style 
practices . 


YES, Part V., 
Chapter lj all o 
Part V extensive 


YES, Chapter 5. 
Plus style prac 
tices. 


NO 


YES, plus 
exhibit . 
Part III 


lj NO, only Chp. 4 

[I on telegrams is 

l unique, 

/ ' 

f NO 


Yes, not in 
supplement as 
Part V with 
6 exhibits. 


YES, extensive; 
all of Part III 


YES, but spread 
throughout book 
including a few 
exhibits, esp. 
Chp 6/Part I. 

NO, though its 
Part II deals 
with comparable 
correspondence . 


NO, only Chapte 
3 or telegrams/ 
wire services 1 
unique. 

NO 


N0, though par 
of Chps. 1&2 
refer to their 
Administrator . 


Yos, plus an 
exhibit on 
same 


YES, as it ori- 
ginated here; 
includes exhibits 


YES, have adopt*. 

it. ft 


YES, have adop 
it. 


NO — have dropped 
memos in favor off 
informal letters 
and communication 
with few exceptions 

See above; also 
refer to its 
Chps on mail J 


Yes, separate! 
"Parts" on I 
each/not mergld 


Yes, again thJ 
two are not | 
merged. | 


Ho, terms user! 
were "Director' 
& "menorandumJ’ 


Ho, that form 


and telegrams 

No to DCI and 
GSA used "urn" 
not memoranda 


YES, cf. Chps. 
life of Part I. 


YES, see its 
Chps. 3-7 of 
Part I 


State uses "urn" 
not memoranda 


Yes in this 
March, 1966 
version. 


YES, cf. Chps. 
1 and 2 


YES, see Chps. 
1-4. 


FAA uses "urn" 
not memoranda 


No but have a 
FAA form 2800 
which is simij 


ES, esp. Chp; 

n irk A I / 


has been droptfsd 
from the book 


NO — have dropped 
it and most memo 
forms in favor of| 
informal letter 
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^Registered 
rail* and 
Agency •'•ail 


Examples 
made distinc 
from tort 
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Yes, after OK 
from mailroom 
people 03 Parti 
IX 


Examples are 


NO as it is 
government wide. 


YES to a large 
degree; word, 
EXAMPLE is all 
caps or exhibits 
is bordered by- 
bold face lines.- 


YES, esp. ace 
Chps. 4-7 of 
Part I 


NO, most are 
in text/same 
style print; 
few are separate 


YES, esp. Chps, 
3 and 4. 


YES either they 
are separate or 
in bold face. 
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STATINTL 


Approved For Release 2009/04/10 : CIA-RDP74-00005R000200160006-9 


'title, & 

MB | | 

HB | | 

OC’s 

HB | | 

AUTHOR & DA T7 

| 1/63 

^ 65rov. 

66/67' 

1967 


f 25X1 

: 25X1 

25X1 

25X1 

Forms of 





Address 

NO 

;; . YES .in Chp. 3, 

YES as Part V 

NO 



i Section C 






Reports, 

Minutes, 

Agendas 


TS 

Correspond, 


YES, but no 
example given 
Chapter IV 


N0, except Part 
X on approval, of 
R&D projects 


NO, except 
in early- 
draft 


YES, no 
exhibit shown 


DC I matter 
as part of 
handbook 


Yes as Chp. 5, j YES as, Part III 

only 1 exhibit, j but references 

to COM? TO 


YES though 
not as a 
distinct patft 
or chapter 


Data on new 
US Gov’t 
letter 


Letters 
kept separat 
from memo: 


mailing let 
ters and 
memos separa 


To a degree as j 
Chp 2 on memo & 

Chp 3 on letter, 
but general proce d 
for both are mer^ ed 

No, all merged 
in Chp 6 on gen- 
eral correspond. 


YES but with 
reference to 
COMIC- 


YES but uith 
reference to 

C0MMO 


Yes, to a 
degree as Chp 1 
on Letters and 
Chp 2 on memo 
but ha3 gen/procd 

Again, tho separt. 
gen, procedures 
cover both at the 
sa-.'po time. 


Terms used: 
"DCI" and 
’’memoranda” 


"DCI" used but 
’’memoranda” is 
replaced byt ’’ urns ’ 


Yes to both 
terms throughout 
the handbook 


Ye-. "DCI" used; 
No as ’’memor /dums ’ 
is used. 


Use of 
Optional 
Form 10 


Registered 
Mail and 
Agency Mai" 


Yes. Standard Yes, with roferen ;e YES. But Form 

d Form No, 64 for to C0MM0; NO to 1954 was not used 

memo was also us< d Form 1954 for MEMO FOR 

at this timcsUO RECORD, 

to Form 19.54 . , . * 


Yes, but merged 
into text. 


YES, as Part IX 


YES, in text and 
as "e" of Section 
IV 


Examples 
made distin< 
from text 


Some Exhibits 
are distinct, 
but most placed 
in text. 


Some exhibits Some distinct, 

are distinct, but most are placed ir 
examples are in text, 
text style. 
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OIMIIINIL I: I 


TITLE & 
WTHOlt & HATS'. 


Forms of 
.\ddross 


Reports, 

Minutes, 

Agendas 


TS 

Correspond. 


DC I matter 
as part of 
handbook 


Data on new 
US Gov't 
letter 


Letters 
kept seporatj 


from memos 


mailing let-; 
ters and 
memos separa' 


Terms used: 
"DC I" and 
"memoranda" 


Use of 
Optional 
Form 10 



Rorintored 


YES, plus 
exhibit . 
Part III 


not in 


supplement as 
Part V with 
6 exhibits . 


Yes, plus an 
exhibit on 


Yes, separate 
"Parts" on 
each/not merg< 


Yes, again the 
two are not 
merged. 


No, terms user! 
were "DirectoJ 1 
& "memorandums!' 


GSA 1967 Draft 


STATE, March 

1966 


FAA, October, 
196 ? 


YES, Chapter 5. i YES, Part V., YES, Chapter 5. 
Plus style Chapter 1; all of Plus style prac 
practices. Part V extensive ticos. 


NO, only Chp. 4 
on telegrams is 
unique. 


YES, as it ori- 
ginated here; 
includes exhibits 


NO — have dropped 
memos in favor of 
informal letters 
and communicatior 
with few exceptic 


See above; also 
refer to its 
Chps on mails 
and telegrams. 


No to DC I and 
GSA used "urn" 
not memoranda 


No, that form N0~have dropped , 
has been droprld ** and most memo j 
from the book | f avor of i 


forms in favor of 
informal letter 


■ I 


YES, extensive; 
all of Part III 


YES, but spread 
throughout book 
including a few 
exhibits, esp. 
Chp 6/Part I, 


NO, though its 
Part II deals 
with comparable 
correspondence. 


YES, have adopts 
it. 


YES, cf. Chps. 
18k of Part I. 


YES, see its 
Chps. 3-7 of 
Part I 


State uses "urn" 
not memoranda 


Yes in this 
March, 1966 
version. 


NO, only Chapte 
3 on telegrams^ 
wire services i 
unique . 


N0, though part 
of Chps. 1<S2 
refer to their 
Administrator . 


YES, have ado pi 
it. 


YES, cf. Chps. 
1 and 2 


YES, see Chps, 

1-4. 


FAA uses 


not memoranda 


No but have a 
FAA form 2800 
which ‘ s simil 
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Registered 
rail and 
Agency 'ail 


Axamplos ! 
made distinej 

from text 


Approved For Release 

Yes, after OK 
from mailroom 
people as Part 
IX 


I i 
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no as it is i i«»» °r I l~Z* A V' 

government wide. I Ohps.^4-7 of 1 3 


Examples are 


YES to a large 
degree; word, 
EXAMPLE is all : 
caps or exhibits, 
is bordered by 
bold face lines. 


NO, most are \ 
in text/same 
style print; 
few are separate 


YES either they 
are separate or 
in bold face. 


Approved For Release 2009/04/10 : CIA-RDP74-00005R0002001 60006-9 


Approved For Release 2009/04/10 : CIA-RDP74-00005R0002001 60006-9 


INTL ^ ' TITLE £ 

• AUTHOR & ‘OATH 


i'orras o i 
Address 


HB 


1/63 


'25X1~ 


HO 


DIA Manual 10-1 
4 April 1966 


OSI, Sept. 1963 


OL Notes 


YES, in Part XII 
expensive as it 
has military 
forms too. 




NO 


NOT in notes 
examined 


. He ports, 
Minutes, 
Agendas 


TS 

Correspond. 


DC I matter 
as part of 
handbook 


Data on new 
US Gov't 
letter 


1 




Letters 
kept separat 
from memos 


mailing lot-J 
ters and 
memos separate 


Terms used : 
"DCI” and 
"memoranda” 


Use of 
Optional 
Form 10 


Registered 
Mail and 
Agency Mail 


, Examples 
made distinct 
from text 


M0 


YES, plus 
exhibit. 
Part III 


Yes, not in 
supplement as 
Part V with 
6 exhibits. 


Yes, plus an 
exhibit on 
same 


Yes, separate 
” Parts” on 
each/not merg<§i 


Yes, again th<| 
two are not 
merged. 


No, terras use/ 
were "Directo; 

& "memorandum!! 1 


No, that form 
has been dropr^ 
from the book 


YES, Parts VI 
and VII on Staff 
■summary sheet & 
Msc... .reports _ 

YES, tho no par- 
ticular part i 3 
devoted to it; 
security is note<§ 
in 5 of the part, 

Part VIII deals 
with comparable 
data and other 
special corresp. 


Yes, have adoptej 
it; in Part X on 
Sample formats, 
many examples of 
this 

YESParts I&III 
on letters with 
Part IV on memo- 
randums 


Assembly the saml 
for both & their f 
Services Division 
prepares require® 
envelopes for bofh 


No, use the 
memorandums to 
large degree 


YES throughout 
the book and esp. 
in Part III 


l YES in Part I 


NO 


NO, use Director 
and memorandum 


Yes, after OK 
from mailroom 
people as Parti 
IX 


Examples are 
to be done in 

4 point, 

Sans Serif typl 
plus separate 
" exhibits 


Yes, Part X, 
figures 13,16, 1 
20-24 are on Op 
Form 10, ' 


Cf . Services Div 


No to large dergre 
except Part X does 
include all of its 
sample format in 
one- place. - - — 


YES 


YES but much is 
handled centrally 
thru D C&R 


YES oh DCI and 
YES on memo/da 
in some cases, 
but generally 
memorandum. 


NO not even in 
exhibits. 


DC&R apparently 
handles ^io st of 
their' materials 


Text is almost 
one memorandum 
or letter after 
another. 


NO, not in notes 
examined 


Not in notes 


Yes, examples 
11-14 plus refer- 
ences to D/L r s 
preferences 


NO 


No, all taught in 
Part II,D under 
gen. principles, 
tho examples of 
same are separate. 

not in noted 
examined 


YES to both 
DCI and 

memoranda terms 


No, only in 
correspondence 
that stays inside 
0L* used in its 
divisions if desir< 


not in notes 
examined 


No, tho formats 
for memorandums 
and letters are 
distinct from 
-text* 
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